
Announcement No. FEC-FM15-06-05

Closing Date 6 Oct 05 
VACANCY ANNOUNCEMENT

Date of Issue 23 Sep 05 

1. Job title (  Grade 3  LAD 2 )

Accounting Clerk #6-3
 (Administrative)            (Blue Collar Trade)

No. of 
Recruitment 

1

4. Area of Consideration 
MLC/IHA

Current MLC/IHA Employee within Activity 
MLC/IHA ( )

Current MLC/IHA Employee in commuting distance 
MLC/IHA ( )

Current MLC/IHA Employee Japan Wide 
Off Base Applicant 

2. Activity 
Naval Facilities Engineering Command, Far East 
Financial Management Department (FM15)

Working Place: Tomari-cho, Yokosuka

3. Work Schedule (  40 hrww)
 Work Days  Monday thru Friday  

  Work Hours/Recess Period:  0800-1645/1200-1245 
 Night Shift            Overtime         Business Travel   

5.  Type of Employment 
 MLC 

 Limited Term (4   Month)

6.  Duties 
Typical duties include coding, checking and procession of documents, posting to books or reports of original entry and other work 
which requires working knowledge of that segment of the accounting system to which assigned.  Job typical of this level are those of 
clerks assigned to the cash receipts ledger, accounts payable journal or labor costs reporting section where the scope of work is
restricted as to the skills and knowledge required of the incumbent.  Performs other related duties as assigned. 
7. Qualification/Physical Requirements 
a.  One year of general work experience OR completion of 2-years junior college/2-years of technical school or 4-years degree in any 
field.
b.  Skill in operating personal computer such as Adobe Acrobat, MS Word, Excel and Access. 
c.  Ability to perform general clerical work. 
d.  Ability to speak, read and write English at average proficiency level (LAD-2). 

* A handicapped applicant may be accepted, depending on the degree and kind of disability.   
English Language Proficiency None Basic Intermediate  Advanced Exceptional

Educational Background: N/A License/Certificate Required N/A

8.  Application and Associated Documents Working Condition 
*  Application for Vacancy Announcement  (HROY Form 1) http://hro.cnfj.navy.mil 
* Complete  in Japanese  English Either 

 Certificate of English Proficiency (Copy) 
 80 (12cm x 23.5 cm) 

12cm x 23.5cm envelope with Applicant’s Zip Code, Address, Name and an 80-yen stamp (MPS is not accepted.)

 for Job Inquiries  Office to Submit For Official Use 

PD No.: FEC-FM15-002-LT 
PD is accurate and current. 
Certified by Activity: mt 

 Office 
NAVFAC FE, MS132 

 / 
046-816-7462 / 7275 
( ) 243-7462 / 7275 

238-0001 1 , Box 22 
1 banchi Tomari-cho, Yokosuka, Box 22 

COMNAVFJORJAPAN, Human Resources Office (HRO) 
MLC/IHA Employment Office (Code N131D) 

046-816-8153     ( /Extension) 243-8153 
HRO: 9/23/05 yk 

Incomplete applications will not be processed. 
Submitted applications will not be returned. 


